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Chapter 1: Introduction to DTS Routing Lists

In the Defense Travel Systed TS, arouting list establishes the path for electronic processing of travel
documents. It identifies thentities (akayouting elementswho need to see the document to conduct reviews,
certify funds, approve travel or payments, and much more. The routing list also identifies the order in which the
routing elements receive the documents, and the DTS st&tusp each must apply to move it to the next step

in the process.

As a Defense Travel Administrator (DTA), you may need to create routing lists and adjust them as your
organization changes. You can also assign a default routing list to traveler proélesure that each travel&r
uses the routing list that sends their travel documents to the right people.

*Note: When this chapter mentions actions a traveler takes, generally speaking, anyone with access to the
0N} @St SND&a R20dzySy daion¥l & LISNF2NY GKS alyvyS IOl

1.1 Default Routing List

Each organization must have at least one routingglibie Default routing list. DTS requires you to hame the
default routing list when creating the organization, even though the routing list is empty. You must populate it
before you can use the routing list for document processing. When you add the routing stamps, set it up to
handle all document types (see Section 2.1).

You may update or replace the default routing list at any time, but you can never delete a routinglksit ve
i KS 2 NA | d¢sighatedoitihg/list.3

bS¢g GNI St SNR 6K2 22AY GKS 2NBFYATFdGA2Y Fdzi2Yl GAOIf
default routing list, unless you change it (see below).

1.2 Additional Routing Lists

Eachorganization will have a default routing list for all the travelers to use, but you can have different routing
lists for different sorts of travel (e.g., training or medical travel). By creating more than one routing list, you can
easily tailor the routingprrocess supporting each organization's nedfigour organization contains multiple

routing list, be sure to clearly name them, so travelers understand which one to use for their trips.

Once yolestablishadditional routing lists, you may replace thededzf ¢ NR dziAy 3 fAad Ay |
profile with a newly created oner wait to make the changencetravel is necessary (see Section 1.3).

1.3 Using Routing Lists in a DTS Document

Your organization may have a simple setup with every traveler usingathedefault routing list or a more

complex setup in which your travelers hadifferentdefault routing lists in their profiledf a traveler requires a

different routing list consiently, youcanuseth ¢! al Ay (i Sy | y &&dul€td dpdadhe t S2 LI S
G0N} @St SNN& RSTFlLdzZE G NRdziAy3a tAa0G Ay GKSANI5¢{ LINPFACT
the DTA Manual, Chapter 7: People

When a traveler creates at@St R2 OdzYSyd Ay 5¢{ > GKS aeadaSy Fdzi2Yl
routing list tothe trip. Even so, a traveler can elect to use a different routing list on any traxeeindent, simply
by selecting it on th®igital Signaturgpage.

Defense Travel Management Office 4
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When the traveler submits the document &8lGNEDthe document follows the attached routing list. To change
the routing list or to alter the steps on the attached routing list after the document has started routing,
someone must resign the document. This creates adijistment forcing the routing process to-start using

the new or updated routing list.

Defense Travel Management Office
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Chapter 2: Routing Elements
The routing list defines the path the document must take and the specific actions by a person or gystem.
routing list contains a seriex routing elementsYou must define the following information for each routing
element:

1 Document Type

1 Document Status

1 Signature Name

1 Level

1 Process Nante

*Note: See Section 2.5 for more about Process Name.

2.1 Document Type

There are three document typéis DTS: authorizations/group authorizations, vouchers, and local vouchers.
Typically, a routing list supparall three document types and includes the necessary routing elements. For
SEFYLX ST F2NJ I ¢5, YA&aA2yZI Istens iiad&uthSiralba antlddeiiek y 3 A
See Table-8 routing list example.

2.2 Document Status

The document status indicates the stamp DTS will apply when the step is complete. See section 2.6.1 of this
chapter for an explanation of the most common docurhstatuses and those who apply them.

Note: DTS uses the terntocumen status stamp andstatusstampinterchangeably.

2.3 Signature Name

DTSecords whaperforms actions on documentsofFa routing list, you identify the person and then during
stampingaction, DTS records the nameRdbuting Official (i.eReviewer and Approver) who applies the status
stamp on theDigital Signaturepage.

2.4 Level

The level indicates the order in which the routing element receives the document. It determines therorder i
which the stamps appear on the document. For the most part, that order is up to you. The only exceptions are:
1 CTO SuUBMIandCTO BOOKEWhen used, must be the first stamps on the routing list, and must be at
levels 2 and 3 respectively.
1 APPROVEDwst bethe highest level on the routing list for each document type. The level number is
up to you, though it cannot exceed 30.
Notes:

1. Although DTS lists the level numbers in sequence, the numbers do not have to be consecutive. In fact,
AlQa 0S4l etivgenhuibeds$o allbwv ydki to @&dd an additional Routing Official later without
having to renumber all the levels below the new one.

Defense Travel Management Office 6



DTA Manual, Chapter 5: Routing Lists August 12, 2022

2. Future routing list maintenance will be easier if you assign the same level number to the same Routing
Official in everyouting list. For example, ROs are always at step 5, COs at step 10 and AOs at step 20.

3. To prevent routing stopping should a Routing Official be unavailable, a best practice is to always put
multiple personnel at the same level (e.g., three AOs at level 25

z

4, | NRdziAy3a fAaG Oly 2yfeée KIFI@S || aAy3df SRRAEWEYSYy i adil
and APPROVERX level 15.

2.5 Process Name (Conditional Routing)*

TheProcess Namandicates thatconditional routings in effect. It means that the named condition does not

exist, DTS skips that step on the routing list. For example, if you seldetdhess Namé&oreign TravelDTS

looks for OCONUS destinations. If the document has no OCONUS locations, the document skips the step. This
prevents? 2 dzNJ 2 NB I yAT FGA2y Q& F2NBAIYy GNF @St SELISNI oAy i
not contain foreign travel.

Conditional routing can appear on any travel document, but its usptienal.

See sections 4.2.1.2 through 4.2.1.4 in tihiapgter and the DTA Manual, Appendix K for more information on
conditional routing.

A routing list may contain one or more Routing Officials who belong to an organization outside your hierarchy.
To add a Routing Official who belongs to an external orgaaizé a routing list, you must have the individual's
full SSN (see section 4.2.1.1).

2.6 Routing Officials

Routing Officials must have permission levels 0 and 2 to access DTBpsnéiwaiting Actiormodule.A
document appears iiirips Awaiting Actionwhen it is time for the RO to perform necessary checks and apply
their designated stamplhe Ruting Official§e.g., Reviewer, Approvecan applythe stamp assiged to them

by the routing list and alsose theSIGNERNdRETURNE&amps as appropriatédnce action is complete, the
document is removed from the list.

DTS imposes two specific rules regardddGNERNd CANCELLEDamps.

1  ARouting Officiatanstamp a documen8IGNEDor a travelerbut DTS will not allothem to also
stamp the document wit their designated routing list stamp such REVEWEDr APPROVEDN this
situation, another Routing Official would review and stamp the document.

1 Only the Authorizing Official which for DTS that is the Approver can applyANCELLEDamp to a
document

A routing list may contain one or more Routing Officials who belong to an organization outside your hierarchy.
To add a Routing Official who belongs to an external organization to a routing list, you must have the individual's
full SSN (see section 4.21L

2.6.1 Common Routing Officials

Although others are possible, the most common routing officials on a routing list are:

1 Authorizing Official (AQ)The AO applies thePPROVEBtamp to documents to allow the trip to
proceed (authorizations) or the requested claim to be paid (vouchers). The AO is the only mandatory

Defense Travel Management Office 7
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Routing Official on a routing list and must always be the last step for all document types. Never use
conditional outing on levels that include an AO, as they must see every document.

1 Reviewing Official (RO)'he RO applies tHREVIEWEBtamp* to documents that they have reviewed
and found no errors. They have no fixed responsibilities at the DoD level; the orgamidermines
their specific duties. Mote: When the RO is on the routing list using conditional routing, you may
assign them thé&kEVIEWEDREVIEWED2r REVIEWEDgamp.

1 Certifying Official (CO)The CO applies theERTIFIE®amp to verify that enough omey remains in
GKS 2NBIFYATFGA2yQa (N} @St FdzyR (2 LI & F2NI I {NR

NoteY ! hQadk/ hQa Ydzad O2YLX SGS NI dfbDEBrR 517 tddsekvg ik i@ | YR 0
role. Follow your Component and/or Local Business rules for appointing and rewocétD TS roles.

As a documeiprocessesindividuals and the system apphfferent stamps.

1 Thecurrentstatus is viewable by the traveler undely TravelDocuments and by viewing th®igital
Signaturepageto see all pending and previous actions.

1 Individuals with group access can vithe document statusat any time usingTraveler LookupThe
0N} @St SND&a R2O0dzySyida ¢ AMafagingRrps fariktraveleiinaeind A S o+ 6 f
viewing theDigital Signaturepage.
T ¢KS whQa &@8erTiipk Swaiting Actiotwhen a document requires their attention.
DTS communicates tldocumentstatus using email to the following individuals:

1 Traveler.DTS emails the traveler faompleteddocument stamping actions by the system or an
individual (e.g.CTOBOOKEPREVIEWED

1 Routing Officials. DTS emails Routingplemdingactions(e.g.,awaitingREVIEWEand notwhen
another Routing Official completed a stamping actiote: If multiple Routing Officials are at the
same level (which is a recommended practice), they all receive the same email. When one of them
atlyLa GKS R20dzySyidsz 5¢{ NBY2@Sa GKS R20dzySyid ¥
current action is required.
DTS proies other emails to communicate status suchiPddDand REJECTFor more information on DTS
emails, see th®TA Manual, Appendix E: Emails

2.6.2 Delegate Signature Authority

Typically, a routing list contains multiple individuals for each stamp suBRRROVED manage document
review actionsWhensomeone is unavailable, then another individaalthe routing list takeappropriate
action. If aRouting Officialill be unavailabldor an extendedperiod, they cantemporarilyassign another
personRouting Official (not listed on the routing list) to review documents for tliemingtheir absence.

DTS allows Routing Officialo entrust theirSgnature Authority to anotherusing theDelegate Authority
function. To delegat&ignature Authority to another individual, the designated individualust havepermission
level 2 andbe in the same organization of assignment. A Routing Official should only delegat8itreture
Authority to a knowledgeable and properly appointed individdia. learn more abut how to use this DTS
feature, view theAO/CO Deskp Guide Chapter For Delegation Authority

Defense Travel Management Office 8
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As the newlydesignated R@ not on the routing list, they receive a DTS dmvaien a document needs their
attention. Once theROcompletes the review (i.estamps the document), DTS removes the document from
theirandthe2 § KSNJ w2dziAy3 hFFAOAIFITAQ 1jdzSdzS F2NJ GKI G fS@St

Removing Delegation:

Once the Routing Official returnthie individual sould remove the delegate8ignatureAuthority and resume
their duties.Note: See theAO/CO Degkp Guide Chapter Sor the Delegation AuthorityRemovalprocessThe
transfer of responsibilitpr Delegated Authorityremains in place until the person who delegated it removes it
or until a DTA detachestiR St S3F (1 2 NDa LINBsiHratedeledNighYhSechoyf 22 of thisS
document, see how to run a view list to identify individuals who did not remove their delegation. &a¢hes
DTA ManualChapter 7: Peopjso you canegmove the selection for them by usitige Detachprofile process.

2.7 Stamps, Status Codes, and Action Codes
As mentioned previously, DTS uses the terms stamp and status code interchangeably. The stamp used when
signing a document becomes the current settode of the document. DTS uses status codes to:
1 Indicate the steps of the electronic approval process
1 Indicate systerrgenerated actions
1 Select as criteria fdravel reports
1 Record the history of a document
Every time a document is stamped, DTS recdritlsthe document history with the status code, user name,
date, and time. A stamp may or may not have action codes assigned to it. Each action code causes a specific

electronic procedure to occur. Action codes initiate actions such as route (sends t@eiaicto the Routing
Officials at the next level of the routing list) aahailtrav(sends an email to the traveler).

There are more than 20 action codes associated with the various types of documents. The list of stamps and the
action codes assigned to @astamp is preset. See tiElA Manual, Appendix K: DTS Tafdesa complete list
of status codes and descriptions.

2.8 Minimum Routing List Requirements

The minimum status codes for a routing list that contains authorization steps are:

1 CTO SUBMI{Level2). Routes an authorization to the TMC, if the traveler used the DTS Travel module
to make travel arrangements.
1 CTO BOOKHDevel 3). Indicates that the TMC performed quality checks for the requested reservations
or made travel arrangements for the travele
 APPROVEmRRdzad Ffgleéa o6S |G GKS KANbeSalthefAStbézing 6 A @S d 3
Official or AO can appAPPROVED a DTS document.
Although other steps may be include®?PROVEIDR the only status code required for a voucher ardb

voucher routing list. As noted abowaPPROVEBust be the last stamp in the routing process. This stamp has
the action of COMPLET&ndVFUNCfor vouchers and.FUNDor local vouchers.

Defense Travel Management Office 9
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Chapter 3: Organization Chart and Routing List Example

In DTS, anrganizak 2y Q& LINRP FAf S Ssaddigoniedt t #Hch codtainSuting Iels, GrBupsS NI
profiles, LOAs, and BudgeEgure 51 shows a sample organization chart with several routing lists. Each
organization has a default routing list and nfeve at least one alternate routing list. The organization that
owns a routing list is responsible for its maintenance.

Note: The DTS organization structure displayed in this manual are for trainipggag onlyTheDTA Manual,
Appendix (provides prinary organization structures for each Compondgfore creating new DTS
organizations, contact your Component Representative for guidance.

Sample Organization and Routing Lists

FORSCOM
DTS Org code: DA760
Default Routing List: FORSCOM (owner)
Alternate Routing List 1: MEDICAL

18th Airborne Corp
DTS Org code: DA76018A
Default Routing List: AIRBORNE (owner)
Alternate Routing List 1: FORSCOM
Alternate Routing List 2: MEDICAL

44 Medical Command
DTS Org code: DA76018A44M
Default Routing List: 44MED (owner)
Alternate Routing List 1: AIRBORNE
Alternate Routing List 2: MEDICAL (owner)

A
( )

520th TAML 44th Medical Brigade
DTS Org code: DA76018A44M520 DTS Org code: DA76018A44M44B
Default Routing List: ROUTINE (owner) Default Routing List: 44MED
Alternate Routing List 1: 44MED Alternate Routing List 1: AIRBORNE
Alternate Routing List 2: MEDICAL Alternate Routing List 2: MEDICAL

Figure 51: Sample Organization Chart

Table 51 shows a sample routing list with the key points called bgte: Levels in a routing list are not
associated to permission levels. The routing levels signify the order in which each action will occur.

Defense Travel Management Office 10
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Table5-1

SAMPLE ROUTING LIST

Document Document Signature Name Process
AUTH CTO SuBMIT *CTOSUBMIT BYPASS PNR
AUTH CTO BOOKED *CTO BOOKED 4 BYPASS PNR
AUTH REVIEWED Shelly Smith 10

AUTH REVIEWED Sidney Carsan 10°

AUTH APPROVED Chris West 20°

AUTH APPROVED Caroline Cruz 20

LVCH REVIEWED Shelly Smith 10

LVCH REVIEWED SidneyCarson 10

LVCH APPROVED Chris West 20

LVCH APPROVED Caroline Cruz 20

VCH APPROVED Chris West 20

VCH APPROVED Caroline Cruz 20

Sample Routing List:
*A complete routing list aatains all three document types; Auths, Vchs, and Lvchs.

Note : Include TMC steps before any other steps. TMC steps are for Authorizations/Amer
Authorizations.

Note? Includes back up routing officials at each level.
Note 3 Level numbers have gaps.
Note *: APPROVED is highest level for each document type

Note °: For TMC steps, only use conditional routBYPASS PNRouting rows without a
ProcesfNameare not conditional routing.

Defense Travel Management Office 11
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Chapter 4. Working with DTS Routing Lists

You access DTSHitps://dtsproweb.defensetravel.osditfdts-app/pubsite/all/view/. Once logged into the
system, you can perform administrative actiombie DT®TA Maintenance Todllows you to manage and
maintain yourorganizatiof) @sources. You use thHeoutingListQ dodule to locate, create, update, copy, and
deleterouting lists. This documemnliscusgsall these options.

Fromthe DTS Dashboardnouse over thédministration menu (Figuré-2), then selecDTA Maintenance
Tool Note: You can also use the quick tile to acda$#\ Maintenance Tool

Defense Travel System
N

System Status: @ EWTS v

‘ @ Helen D West v

Home Trips v Travel Tools v Message Center

1

3 ki
Q’n’ Administration

Trips Awaiting Action Budget Tool '

My Travel Docul

DTA Maintenance Tool

Self Registration Administration

=

Your upcoming, current, and cc Delegate Authority

Document Unlock Tool

il Reports
p F |

Report Scheduler DTA Maintenance Message Center

4 Tool
Ea Read-Only Access (ROA)

ROA Invoices &'

Figure 52: DTS DashboargAdministration Menu

TheDTA Maintenance Tool Homgage (Figure 8) opens. From th®TA Tools Bafwhich appears on every
screen in theDTA Maintenancd& ool), you can access all tiETA Maintenance Toahodules in which you have
permissions, without returning to thBTS Dashboard

DTA Tools:

Defense Travel System

A New Era of Government Travel

DTA Maintenance Home W

Jser Mame: Helen West Sereen 10: 70001
Co ) DTAHome | Help forihis Screen | Logout

DTA Maintenance

<< Select an option from the DTA Tools dropdown.

Welcome to the DTA Maintenance Tool
This tool provides authorized DTAS with the ability to create and modify organizations, routing lists, groups, people, and lines of
accounting (LOAs). Please select an option from the DTA Tools dropdown menu above.

Your Maintenance Tool Permissions:
« You have the proper permissions to edit organizations
You have the proper permissions to edit routing lists
You have the proper permissions to edit groups
You have the proper permissions to edit people
You have the proper permissions to edit lines of accounting (LOAS)
You do NOT have the proper permissions access MIS
You have the proper permissions to access ROA

Figure 53: DTA Maintenance Tool Home Page

SelectRouting Listdrom the DTA Toolslrop-down list. TheSearchRouting Listés) screen (Figuré-4) opens
and theDTA Tools Banpdates providing options to allow:

Defense Travel Management Office
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= -4 =

f

Search for a routing list
Create a routing list
Create a report that shows wuahe routing lists foan organization owns

Create a report that shows ydriouting Officia who delegated theiBignature Authorityand to whom

Below is a description of each of these options.

4.1 Search for a Routing List

STF2NB &2dz OF y dzLIRFdél&eit) youNdistAind iy B hélpiyduidaxbat, feaichRouting
Lists) screen (Figuré-4) automaticaly opens when you open theouting Lisimodule. You can also accehis
screen from any screen within tiRouting listsmoduleby selectingsearchRouting Lists)in the DTA Tools Bar

DTA Tools: Search Routing I Create Routing | View Routing List I View Delegated Authorities

List(s) List(s) List List

Search Routing List(s)

For "Organization Name" please enter four or more characters in the corresponding field to display list of available
organizations.

Routing List Name: I I
Organization Name: |DTMOCSD (] -=Include Sub-Organizations
Default Routing Lists Only: [

Figureb-4: Search Routing L{s) $reen

To search for aouting list

1. 6hLIGA2YEEO

2dzNJ YEAY 2NEFYATFGA2Yy Q8 yIYS 60l aSR

5

Organization Nameext field. Change it if you need to seaifch a routing list under a different
organization.

2. (Optional) If you want to view routing lists owned by organizations subordinate to the one in the
Organization Namédield, check thdnclude SubOrganizationsbox.

3. (Optional)Enter one or more letters of thRouting List Naméo limit your searcHor routinglist that
start with those letters.

4. SelectSearch Thescreen update$o display youtRouting List(s{Search ResultgFigure5-5).

Defense Travel Management Office 13



DTA Manual, Chapter 5: Routing Lists August 12, 2022

. e Search Routing Create Routing View Routing List View Delegated Authorities
DTA Tools: T | CreateRouting |

List List

Routing List(s) (Search Results)

Routing List Name: Organization Name: DTMOCSD
Default Routing Lists Only: No Include Sub-Organizations: Yes
selom o Individually Edit Organization Name ~ Routing List Name  Default Routing List

Globally Update

| [ Update [ Copy [ Delete ] DTMOCSD CSD No
O | Update | Copy | Delete |  DTMOCSD EWTS TRAINING No
| [ Update [ Copy [ Delete ] DTMOCSD Routine - 1 No
O | Update | Copy | Delete |  DTMOCSD Training Yes
O | Update | Copy | Delete | DTMOCSD460FM MM Yes
O | Update | Copy | Delete  DTMOCSDOPS CSDOPS No
O | Update | Copy | Delete | DTMOCSDOPS DEFAULT No
O | Update | Copy | Delete  DTMOCSDOPS TESTING No
O | Update | Copy | Delete  DTMOCSDOPS TRAVEL Yes
O | Update | Copy | Delete | DTMOCSDOPSTEST TEST Yes
O | Update | Copy | Delete |  DTMOCSDTRAINING RL1 Yes

SelectAll  Clear All

Globally Update Selected Routing Lists (on this page)
l Add Routing Element [ Remove Routing Element [ Replace Signature Authority l

1-110f 11

Figureb-5: Routing Ligs)(Search Results) Screen

From this scree, you can copy, update, deletay, use theGlobaloptions. Bdéow covers all of thesdifferent
options.

See Table2 for theRouting List(s) (Search Resulsgyeen fields or objects and their descriptions.

Table 52

SAMPLE ROUTING LIST

Field or Object Description
Text items at the top of the Identify the search criteria you entered on the Search
screen(e.g., Default Routing Routing List(s) screen. Displays red text if you used the fie
Lists Only) in your search, or the item is blank if you did not.
Select to Globally Update When you need to makihe same change to multiple

routing lists, check the box next to each organization you
need to change. These boxes work with the Globally Upda
buttons (also listed in gray on this table) at the bottom of
the screen.

Individually Edit Column containindputtons that let you Update, Copy, or
Delete a single routing list.

Organization Name Column that displays the organizations that own the
displayed routing lists.

Defense Travel Management Office 14
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Routing List Name Column that shows the routing lists that match your search
criteria.

Default Routing List Column that identifies whether the routing list is an
2NBIFYAT FGA2yQa RSTIdz G NP dz

Globally Update Selected Row containing three buttons. When you check at least on
Routing Lists (on this page) box in the Select to Globallypdate column (also listed in
gray on this table), these buttons let you Add, Remove, or
Replace a routing element in all the checked routing lists &
the same time.

4.2 Update a Single Routing List

When you create a routing list, it contains no routglgmentsor steps You must add routing elements before a
traveler can use the routing list for document processing. You have many options when updating a routing list.
This section discusses the most commonly used options.

4.2.1 Add a Routing Element (Typical Routing List Setup)

To add a routing element to a routing list, begin on Bauting List(s) (Search Resulssyeen (Figure-5). The
steps listed below apply whether you are populating a new routing list from scratch or adding a new routing
elementto a routing list that already contains routing elements.

1. SelectUpdateto open the routing list. Thelpdate Routing Lisscreen opens (Figure®.

Update Routing List

Routing List Name: DEFAULT Default Routing List: Yes
Organization Name: DTMOCSDOPS

Add Routing Element | | Populate CTO Stamps

Edit Document Type Document Status Signature Name Level Process Name
No routing elements are currently defined for the routing list

| Save Changes || Cancel |

Figure 56: Update Routing List Screeiew Routing List

2. (Optional) SelecPopulate CTO Stampe add theCTOSubmitand CTOBookedstamps at Levels 2 and
3, with all fields automatically completeNote: After you add the CTO stamps, DTS removes the
Populate CTO Stampmption, as seen in Figure®

Update Routing List
Routing List Name: DEFAULT Default Routing List: Yes -
Organization Name: DTMOCSDOPS Add Routing Element
Edit Document Type Document Status Signature Name Level Process Name
Authorization CTO SUBMIT **CTO SUBMIT 2 BYPASS PNR
Authorization CTO BOOKED **CTO BOOKED 3 BYPASS PNR
| Save Changes || Cancel |

Figure 57: Update Routing List Scree€TO &mps Added
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3. SelectAdd Routing Elemento add a new routing element. Thedd Routing Elemengcreen (Figure-5
8) opens.

Add Routing Element * Required

Routing List Name: DEFAULT
Organization Name: DTMOCSDOPS

Document Type:

Document Status: * You must select an option from the 'Document Type' list.

Signature Name: * | | | Search | | Xorg Search

Level: * |:|

Process Name: You must select an option from the 'Document Status' list.

| Add Routing Element || Cancel |

Figure 58: Add Routing Elements Screen
4. Select @Document Type
5. Select @ocument Status

6. SelectSearcho locate aSignature NameTheSearch Peoplecreen (Figure-8) opensNote: If the
routing official belongs to an organization you do not have access to, ustotigeSearcloption
instead. See section 4.2.1.1.

Search People * Required
Organization Name: * |DTMOCSD ["]-Include Sub-Organizations
s [
OR
LastName: | |

N

You must specify at least an SSN or a name (last required, first optional) in addition to specifying an Organization
name. If you choose to enter matching information for both the SSN and the name, you may get a match. However, if
the set of SSN and name you entered do not belong to the same person, no result will be shown even if the SSN or
the name you entered is correct. For best results, it is recommended that you enter either an SSN or a name, but not
both.

| Search || Close Window |

Figure 59: Search People Screen

7. Enter theOrganization Naméi 2 &SI NOK F2NJ 6KS whao LT &2dzQNBE dzyadzN
belongs to, then keep the field displaying your main organization access andlselade Sub
Organizationgo search your entire hierarchy.

8. 9y (i SNJ i K®cid BedE2nyib&iSSNpr all or part of their last naméNote: Entering the first
name along with the last name is an option. Searching by only the first name is not permissible.

9. SelectSearch TheSearch People Resulsereen (Figure-20) opens. It displays key informarti about
everyone who met your search criteria.

Defense Travel Management Office 16



DTA Manual, Chapter 5: Routing Lists

August 12, 2022

Select West, Chris A XXXXX9741 DTMOCSD
Select West, Eric T XXXXX9743 DTMOCSD
Select West, Helen D XXXXX9740 DTMOCSD
Select West, Molly T XXXXX9742 DTMOCSD

Search People Results

Organization Name: Last Name: w SSN:
Include Sub-Organizations: true First Name:

Select Person Name SSN Organization

1-40f4

| Back to People Search || Close Window |

Figure 510: Search People Result Screen

10. ChooseSelectnext to the name of the Routing Official you need to add to the routing list SHaech
People Resultscreen closes and thedd Routing Elemenscreen re-opens with theSignature Name

field populated.

Add Routing Element

* Required

Routing List Name: DEFAULT
Organization Name: DTMOCSDOPS

Document Type: *

Document Status: * | APPROVED v
Signature Name: * |Chris A West | | Search | | Xorg Search
Level: * |:|
Process Name: | v|

| Add Routing Element || Cancel |

Figure 511: Add Routing Element Screen

11. Enter theLevelnumber.

12. Leave theProcess Naméeld blank.Note: If you are entering a conditional routing element, you will

select a Process Nangesee sectiond.2.1.2. through 4.2.1.4.

13. SelectAdd Routing Element

14. Repeat steps 3 through 13 as many times as necessary to add all additional routing elements. You can

add as many routing elements as you need.

15. SelectSave ChangedloteY 5¢{ 62y Q0 | fnige® ontil§cd dnteAPPRAVE & OK |

Document Statugor at least oneDocumentType

Defense Travel Management Office
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Update Routing List

Routing List Name: DEFAULT Default Routing List: Yes

Add Routing Element

QOrganization Name: DTMOCSDOPS

Edit Document Type Document Status Signature Name Level Process Name

Authorization CTO SUBMIT **CTO SUBMIT 2 BYPASS PNR

Authorization CTO BOOKED *CTO BOOKED 3 BYPASS PNR
| Update || Remove | Authorization REVIEWED Molly T West 15
| Update || Remove | Authorization REVIEWED Eric T West 15
| Update || Remove | Authorization APPROVED Helen D West 25
| Update || Remove | Authorization APPROVED Chris A West 25
| Update || Remove | Local Voucher APPROVED Helen D West 25
| Update || Remove | Local Voucher APPROVED Chris A West 25
| Update || Remove | Voucher APPROVED Helen D West 25
| Update || Remove | Voucher APPROVED Chris A West 25

| Save Changes || Cancel |

Figure 512: Update Routing List Screen
16. TheRouting Lists(s) (Search Resultsige reopens (Figure-43).

Routing List(s) (Search Results)
Routing List Name: Organization Name: DTMOCSD
Default Routing Lists Only: No Include Sub-Organizations: Yes
el Individually Edit Organization Name Routing List Name  Default Routing List
Globally Update
] | Update || Copy || Delete | DTMOCSD CSD No
O | Update || Copy || Delete | DTMOCSD EWTS TRAINING No
O | Update || Copy || Delete | DTMOCSD Training Yes
O | Update || Copy || Delete | DTMOCSD460FM MM Yes
O | Update || Copy || Delete | DTMOCSDOPS DEFAULT Yes
O | Update || Copy || Delete | DTMOCSDTRAINING RL1 Yes
Select All  Clear All
Globally Update Selected Routing Lists (on this page)
| Add Routing Element || Remove Routing Element || Replace Signature Authority
1-60f6

Figure 513: Routing List(s) (Search Results) Screen

17. SelectUpdatenext to the routing list you just modified to view the elements you added for the

Organization Name (DTMOCSDOREN Routing List Name (DEFAULT)

4.2.1.1 Add a Routing Official From Outside the Organization

If you need to add a routing officikom an external organization to a routing list, use the steps in section 4.2.1,

but replace steps-a0 with the following:

1. SelectXorgSearch(as seen in FigureBl) to locate éBignatureName TheSearchPeoplescreen

(Figure 514) opens.

Defense Travel Management Office
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Search People

SSN: *

[ ]

| Search || Close Window |

Figure 514: Search People Screen (Xorg Search)
2. 9YGSN) GKSSNLISNAR2Y Q&

3. SelectSearch The SearcReopleResultsscreen (Figure-45) opens. It identifies the person you

searched for in DTS.

Search People Results

SSN: 999971590

Select Person

Name
DODD, TOM H

SSN
999971590

Organization
DTMOTCP180017

1-10f1

| Back to People Search || Close Window |

Figure 515: Search People Results Screen

4. ChooseSelect TheSearchPeopleResultsscreen closes and th&dd RoutingElementscreen reopens
with the Signature Namdield populated.

5. Be sure to seleckaveChanges

4.2.1.2 Add a Conditional Routing Official (General)

When you enter a process name, DTS checks all documents thdtaiseuting list to see if certain conditions
exist (see Table-8). If the condition exists, DTS routes the document to the designated RO. If the condition does

not exist, DTS skips that RO and goes directly to the next routing element.

Note 1 DTSecognizesNonForeign Territories as part of the United States (U.S.) as follows: States of Alaska and
Hawaii, The Commonwealths of Puerto Rico, Guam and the Northern Marianna Islands and the territories and
possessions of the United States (excluding thefTTerritories of the Pacific Islands).

Note 2 When a user selectskoreign (OCONUS and is NOT one of thePdwaign Territogs) locationDTS

providesthe following:

1 PreAudit AdvisoryMessageForeign Travel

1 Advisory Description: Foreign travel d&ze D&ense Travel Administrator (DY personnel for special
processing requirements.

Defense Travel Management Office
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Table 53

PROCESS NAME OPTIONS

Process Name Check for Condition

BYPASS PNR Checks for reservations in an authorization. If no reservations exist
the document skip§MC processing.

FOREIGN TRAVEL Checks for travedtartingfrom a CONUS locatigoingto an OCONUS
location.Any ltinerary Location that is not the Start or End Location
of OCONUS, and is NOT one of the-Noreign Territories.

OCONUS/CONUS Checks for travddtarting fom an OCONUS locatigningto a CONUS
location.The ltinerary Location is CONUS, a{Roreign Territory,
Hawaii, or Alaska.

OCONUS/OCONUS Checks for travel from an OCONUS location to a different OCONU!
location.Any ltineray Location is OCONUS, and is NOT one of the
Non-Foreign Territories and NOT the same country as the Start
Location.

PREMIUM CLASS FAR Checks for noeconomy/coach class fares such as business or first
class.

TRAVEL MODE Checks the selected tranggation mode.
ROUTE*

TRAVELER NUMBER | Checks the number of travelers in a group authorization. If the
number is 10 or more, the document routes to a Transportation
Officer (TO).

Checks for an annual leave or nduaty status. This option ®vailable

LEAVE REQUESTED
for vouchers only.

*Note: This process names include unique variations in theipgirocess, covered elsewhere in
this chapter. Travel Mode is in section 4.2.1.4.

If you need to add a conditional routing official to a routing list, usestiees in section 4.2.1, but replace step
12 with the following:

1. Select &Process NaméFigure 516).Note: Certain options do not appear for all document types.
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Add Routing Element * Required

Routing List Name: DEFAULT
Organization Name: DTIMOCSDOPS

Document Type:

Document Status: \ REVIEWED1 v
Signature Name: * ‘Molly T West | | Search | | Xorg Search |
Level: -
Process Name: v
ent
BYPASS PNR

FOREIGN TRAVEL
OCONUS/CONUS
OCONUS/OCONUS
PREMIUM CLASS FARE
TRAVEL MODE RQUTE
TRAVELER NUMBER

Figure 516: Update Routing Element Scregiirocess Names

Note: To help distinguish conditional routing elements, instead of assigning ENdEWEBtamp as you would
for an ordinary RO, consider assigning RieVIEWEDREVIEWED2r REVIEWED&amp for a conditional RO.

Figure 517 shows @&rocesdNameon a complegd routing list. In this example, DTS will route documents that
contain travel to OCONUS locations to Molly West for review. If a document contains no OCONUS locations, the
document will skip Molly and go straight to the AOs for approval action.

Figure5-17: Sample Routing List with a Conditional Element

4.2.1.3 Add a Conditional Routing Official for Travel Mode

Your local business rules may require a specific RO to review a travel document if the traveler selected a
particular transportation mode. Fonstance, if traveler selected a transportation mode reimbursable by a
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